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FPormat for Agency-Supported Charity Drives

I. INTRODUCTION

The Agency-gsupported drives have the whole<hearted support of the
head of the Agency, and require a considerable smount of time from
Agency personnel for the plamning, preparation, solicitation, and
reporting. The organization consista of a chairman, keymen, and
solicitors.

TI. ORGANIZATION

The chairman is appointed by the head of the Agency and is a senior
official of at least office-head grade. Frequently, the Director of
Persomnel is given this assignment, The keymen are designated by the
chalrman and ave important people in the organization, usually just
below office-head in grade. One keyman iz designated for each office.
The solicitors are selected by the keymen, and, in order %o &void the
sppesrance of pressure, are usaally non-supervisory employees. Ths
solicitors are selected on the basis of location and sre sssignad to
contact the personnel with whom they work. Nomally, no solicitor is
Fregquently, the

: ieglgnate an if 18 W nandle some of the
dutailm duties, such as preparing receipts » auditing of the reports
of the sgolicitors, and forwarding the envelopes containing pledges and
cash to the chalrman or hias deslgnee.
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IIT. PROCEDURE

Prior to the start of the drive, the chalyman and his keymen meet
to plan for the campaign. At these meetlngs, memoranda advising the
employess of the drive, the dates of eolicitation, the name of the
ghairman and keymen, and, sometimes, the names of the soilcgitors, the
head of the Agencytls support of the drive, and other pertinent informa-
tion, are prepared for issuance. These meetings also get Agency and
office guotas, develop procedures for solicitation and reporting,
determine the type and amownt of publicity, and many other detalls
necessary for a succesaful campaign. The chairman and/or the keymen

- frequently attend the fund luncheons and othsr meetings, both before
and during the drive, ~ w”“Tf"‘
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IV, SPECTAL SOLICITATIONS

Bmployees GS-1l and above ere handled as a special group and
solicited personslly by either the office keyman or sn employee of
comparable grade designated by the keyman. Usually this solicitation
is preceded by a personal letter from the head of the Agency, urging
a generous contribution. Experience has indicated that this special
solicitation produces excellent resulis. -
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Pledge cards with the name of sach smployee ave prepared and glven
%o the solicitors together with a list of the employees he is responsible
for soliciting, Semetimes the sollcltors are requested to write the
ngmes of the employees to be contacted on the pledge cards. Experlencs
has shown that a list plus the name written on a pledge card makes
eertain that everyone 1s contscted and glven an opportunity to contribute.

¥i. VISUAL PUBLICITY

Large colored charts showing day by day progress of the drive and
1te quota are strategically placed throughout the Agency to stimulate
interest, Thess charts show percentages and figures for the Agency as
& whole ag well as by msjor components or offices.

VII. CONCLUSION

Such a program could easily be adopted by CIA. Because of the sige,
the letters to sployees 08-1li and sbove could be signed by sither the
Deputy Directors or the office heads, Of course, Security would have
to be consulted on the amount of publicity and information that could be
ghown on these strategically located charts. Emplayess Services could
Be the chairman designee to receive and forward pledge cerds and cash
to'the fund hesdquarters. :
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